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FOREWARD 
 

The Lake County Board of Commissioners as the Lake County Purchasing Agency 
purchases supplies, contracts for services and implements public works 
improvements for this political unit. 

 
The purpose of the manual is to bring together in one document the policies and 
documents that are a part of “purchasing”. Too often questions have arisen about 
what is the “purchasing policy” for this type of acquisition; what “forms” must be 
completed; what “procedure” is to be followed; and who has the “authority” to 
approve the request to form a contract. The intent is to have the manual serve as 
the source document, and the first place to turn for information to answer these 
inquiries. To make certain that the purchasing system produces the best results the 
Board of Commissioners concluded that a tool was needed. 

 
Do not be alarmed by the  length.  Most  offices  and  departments  will  utilize 
only the sections for  supplies  and  services.  Many  sections  relate  only  to  
public works projects. This activity is  limited  to  only  a  small  number  of  
county officials and employees. 

 
Purchasing is a difficult and demanding area. The regulations are enumerated in 
state statutes and expanded upon in memoranda from the Indiana State Board of 
Accounts. 

 
As custodians of the public’s tax money every office and department must make 
certain that every available method to purchase equivalent supplies, services, and 
public works at the lowest cost is explored. For this reason the Board of 
Commissioners has prepared this manual. 

 
While certain pieces were already in place, the manual brings together the 
information under “one cover” and adds missing segments. There are no major 
changes in policy. A few dollar “ranges” have been tweaked. 



 

The objectives are threefold: 
 

1. First: Make certain that the available alternatives “to buy” are known and 
analyzed at the time of purchase. 

 
2. Second: Identify the purchasing techniques that are used by the various 

offices and departments. 
 

3. Third: Permit the office or department to review the data to determine if a 
more cost effective purchasing method can be employed. 

 
The idiom to keep in mind is: “leave no stone unturned” to get the “best product or 
service” at the “lowest price.” 

 
A project of this size is the result of the contributions of many persons. Without 
the collective team effort the manual would not exist. Officials and employees in 
the various offices and departments since the initiation of the purchasing code 
concept in 2017 have submitted their comments and suggestions. There are too 
many to name, but the fact that they played an essential part especially during the 
training sessions when questions were raised and problems discussed must be 
stressed. 
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OTHER SPECIAL PURCHASING TECHNIQUES 

There are several other special purchasing techniques that are not within he authority of the 
County Purchasing Manager.  These are as follows: 

 

A. Transfer from Federal Government: Only the Commissioners have the contract 
authority to acquire supplies through transfer from the Federal government and this is 
subject to an existing appropriation. (IC 5-22-10-16).  (Code SU 23) 
 

B. From Public Utility: Only the Commissioners have the contract authority to acquire a 
supply from a public utility.  (IC 5-22-10-19).  (Code SU 26) 
 

C. By Gift: Through special legislation only the County Council has the authority to accept 
a gift of a supply.   (IC 5-22-10-17 and IC 36-2-3.5-(b)(4)  (Code SU 24) 
 

D. Lake County Is Not a Purchasing Agency for Resale : The County Commissioners are 
not the purchasing agency for a board of aviation commissioners, an airport authority, or 
a port authority so this method does not apply.  (IC 5-22-10-20) (Code SU 27) 
 

E. State Agency Only: The special purchase of copyrighted material is restricted to a state 
agency.   (IC 5-22-10-18)(SU 25)   
 

F. Data Processing/Licenses: The special purchasing method for data processing contracts 
or license agreements is within the contract authority of the Lake County Data Board and 
or the Lake County Data Board Director. (IC  5-22-10-7) (Code SU 14) 
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Services 

Follow Previously Presented 
Procedures to Acquire Services 

Tab-3 through F-7 

 
 
 
 

SPECIALTY SERVICE 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Other 
Highway Right of Way 
Real Estate Rent 

SE 6 
SE 11 
SE 12 

Rent – Other SE 13 
Purchase from Public Utility SE 14 
Registration/Reimbursements SE 16 
Legal Services/Death Penalty SE 17 
Mitigation Services SE 18 
Postage Expense SE 19 
Title Search SE 20 
Law Book Subscription SE 21 
Dues and Subscription SE 22 
Burial of Military SE 23 
Advertising SE 24 







http://iga.in.gov/legislative/laws/2019/ic/titles/036/#25-4
http://iga.in.gov/legislative/laws/2019/ic/titles/036/#25-31
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ALL ANNUAL PUBLIC WORKS MAINTENANCE CONTRACTS 

 
A. This section covers all public works maintenance performed under annual contract with the 

County Commissioners after approval of the yearly contract at a public meeting. 
 

B. The request for an annual maintenance contract covering public works facilities and the 
installed equipment can initiate from any of the following: 

 
1. Any office or department 
2. Commissioners’ Special Assistant 
3. Board of Commissioners 
4. Maintenance personnel 

 
C. The Commissioners Special Assistant is responsible for the following: 

 
1. Obtaining guidance from the County Commissioners on what annual maintenance 

contracts may be needed and submitting recommendations for consideration. 
 

2. Informing all sources of annual maintenance contracts that all proposed annual 
maintenance contracts must be submitted to the County Commissioners’ Special 
Assistant. 

 
3. Reviewing all proposed annual maintenance contracts submitted, and those initiated by 

the County Commissioners’ Special Assistant. 
 

4. Obtaining competitive annual maintenance contracts whenever possible. 
 

5. Making timely recommendations to the Board of Commissioners at a public meeting for 
approving an annual maintenance contract. 

 
D. The Purchasing Department shall keep an inventory of all annual maintenance contracts. 

 
E. The Purchasing Department shall inform the County Commissioners’ Special Assistant of an 

upcoming expiration date. To the maximum extent possible all annual maintenance contracts 
shall have the same expiration date. 

 
F. The key to annual maintenance contracts is the preparation of a specification to let the 

potential vendor know what is required as well as when and how the service shall be 
delivered. A specification need not be extensive in verbiage but must leave no doubt in the 
mind of the County and the vendor about what is being requested. 

 
G. The flow chart for annual maintenance contracts is attached as TAB I-2 at page 56. 

 
H. All annual maintenance contracts must be placed on the agenda of a public meeting of the 

County Commissioners to approve or reject. 
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A. Major maintenance providers have a standard contract with they require be used. This is 
permissible as long as the agreement does not have an automatic renewal or a provision that 
requires the County to pay even if there is no appropriation. If there is no standard company 
contract, then County Form 61 at page 201 or a modification thereof negotiated with the 
maintenance provider shall be used. 

 
B. The four methods to obtain vendors to provide this type of public works maintenance are as 

follows: 
 

1. First Method: Total Estimated Cost IS Less Than $2500, Flow Chart Is at Page 56 
(Code PW 2). 

 

If the total cost of the annual maintenance contract is estimated to be less than $2,500, 
the County Commissioners Special Assistant develops a specification, obtains a 
minimum of one quote from a vendor who provides the type of public works maintenance 
needed, and submits the quote to the County Commissioners at a public meeting. 

 
2. Second Method: Total Estimated Cost Is $2500 or More But Less Than $5,000, Flow 

Chart is at Page 56Code PW 3). 
 

If the total cost of the annual maintenance contract is estimated to be at least $2,500 but 
less than $5,000, the County Commissioners Special Assistant develops a specification, 
obtains a minimum of one quote from two vendors who provide the type of public works 
maintenance needed, and submits the two quotes to the County Commissioners at a 
public meeting. 

 
3. Third Method: Total Estimated Cost Is $5, 000 or More But Less Than $150,000 

Flow Chart is at Page 56 (Code PW 4). . 
 

If the total cost of the annual maintenance contract is estimated to be at least $5,000 but 
less than $150,000, the County Commissioners Special Assistant develops a 
specification, obtains a minimum of one quote from three vendors who provide the type 
of public works maintenance needed, and submits the three quotes to the County 
Commissioners at a public meeting. 

 
4. Fourth Method: Total Estimated Cost is $150,000 or More; Flow Chart is at Page 56 

(CODE PW 5 ) 
 

If the total cost of the annual maintenance contract is estimated to be more than 
$150,000 per year, the County Commissioners Special Assistant will prepare a 
specification and the Commissioners will advertise for formal bids for the type of public 
works maintenance service needed. 
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Commissioners’ Special 
Assistant Reviews Existing 

Maintenance Contracts 

Seeks Input on the Need 
and for Effectiveness of the 

Annual Contract 

Staff 

Consultants 

Commissioners 
Provide Direction 

List of Necessary 
Maintenance Types 

Developed 

Specification Developed 

Less Than 
$2,500 

Code PW2 

$2,500 But Less 
Than $5,000 
Code PW3 

$5,000 But Less 
Than $150,000 

Code PW4 

$150,000 or More 
Code PW5 

Special Assistant 
Obtains 

Minimum of 
One (1) Quote 

Special 
Assistant 
Obtains 

Minimum of 
Two (2) Quotes 

Special Assistant 
Obtains Minimum 

of Three (3) 
Quotes 

Advertise for 
Bids 

Board Takes Action at 
Public Meeting 

   Bids Received 

Contract County Form 61 

 
ANNUAL PUBLIC WORKS MAINTENANCE CONTRACT 

 
 

PO Issued 
Code Depends on Contract Size 

 
See Above 
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ALL NON EMERGENCY REPAIRS REGARDLESS OF LOCATION 
WHERE THE COST WILL BE LESS THAN $5,000 

 

A. This section covers all regular repairs estimated to cost less than $5,000. 
 

B. The need arises when there is a current problem whose correction must be made in order to 
keep a Lake County Building and/or its building related equipment in operating order. 

 
C. These repairs are neither maintenance covered by an existing annual contract, an emergency, 

or a planned capital expenditure for new construction or modification, 
 

D. Annually, the County Commissioners will contract with vendors in certain crafts to provide 
repairs. The type of crafts will be developed each year based upon the prior year’s 
emergency craft needs. At the outset the County Commissioners will contract with a least 
three vendors to provide services in plumbing, electrical and heating-ventilation-air 
conditioning (HVAC). 

 
1. County Commissioners will seek proposals for work in these areas which will include a 

request for an hourly rate, the % markup on parts used, and other cost factors. 
 

2. The list can be modified by the addition or deletion of vendors through action of the 
County Commissioners at a public meeting. 

 
E. Most regular repairs involving structures and/or equipment occur in the jail, at the highway 

garage or on the highway, in a county building, or at the county fairgrounds. 
 

F. The Warden, the Highway Superintendent, the Building Maintenance Supervisor, HVAC 
Supervisor or the Fairgrounds Superintendent are the designated “work activators” 

 
G. When there is a need for a non-emergency regular repair less than $5,000, the Warden, the 

Highway Superintendent, the Building Maintenance Supervisor, HVAC Supervisor or the 
Fairgrounds Superintendent depending upon the location of the repair shall call the vendor 
under contract or if the repair does not fall within the scope of a craft under contract, then 
obtain the number of quotes from the vendor or vendors in that line of work. 

 
H. Attached as TAB J-2 at page 59 is the flow chart for repairs in this category of repair 

projects less than $5,000. 
 

I. There are two fact situations that occur: 
 
 

1. The Craft Needed Is Already Under Annual Contract. 
 

a. The Work Activator develops the specification which can be simply a few 
sentences about what is wrong. 
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b. If the repair requires plumbing, electrical, HVAC, or another vendor under 
annual contact, the work activator selects one of the vendors to perform the 
work. 

 
c. The work activator directs the selected vendor to perform the work using the 

Job Ticket, County Form 58. No approval by anyone else is needed. 
 

2. The Craft Needed Is Not Under Annual Contract 
 

a. The Work Activator develops the specification which can be simply a few 
sentences about what is wrong. 

 
b. If the job is estimated at less than $2,500, a minimum of one quote is all that is 

required. (See the Flow Chart at Page 59) (Code PW 8) 
 

c. If the job is estimated at between $2,500 but less than $5,000,a minimum of two 
quotes is all that is required. (See the Flow Chart at Page 59) (Code PW 9) 

 
d. In either case, County Form 57 at page 166 is used 

 
e.  The County Form 57 and any explanatory information are submitted to the 

Commissioners Financial Consultant. 
 

f. The packet is reviewed by the Commissioners Financial Consultant who make 
the decision to approve or deny. 

 
g. Approval by the Commissioners’ Financial Consultant forms the contract, and 

the vendor then proceeds with the repair. 
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Commissioners Have 
Craft Vendor Under 

Annual Contract 
PW 17 

Work Activator 
Develops 

Specification 

Work Activator 
Selects One 

Vendor 

Job Ticket County 
Form 56 is Used 

Job Ticket 
Submitted to 

Purchasing After 
Completed 

No Craft Vendor 
Under Annual 

Contract 

Work Activator 
Develops 

Specification 

Less Than $2,500 
PW8 

$2,500 But Less 
Than $5,000 

PW9 

Obtain One (1) 
Quote Using 

County Form 57 

Obtain Two (2) 
Quotes Using 

County Form 57 

Submit to 
Commissioners’ 

Financial Consultant 

Contract Formed 
When Financial 
Consultant Signs 

Work Performed 

 
NON EMERGENCY REPAIRS 

LESS THAN $5,000 
 
 
 

 

 

County Form57 
Submitted to 
Purchasing 
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ALL NON EMERGENCY REPAIRS REGARDLESS OF LOCATION 

WHERE THE COST WILL BE MORE THAN $5,000 OR MORE 
 

A. This section covers all regular repairs that are estimated to cost $5,000.00 or more. 
 

B. The need arises when there is a current problem whose correction must be made in order to 
keep a Lake County Building and/or its building related equipment in operating order. 

 
C. These repairs are neither maintenance covered by an existing annual contract, an emergency, 

or a planned capital expenditure for new construction or modification, 
 

D. Any contractor performing work in this category must have a contract approved by the Board 
of Commissioners at a public meeting. 

 
E. This procedure is very formal. The key is the preparation of a repair specification. 

 
1. A specification is a description of the physical characteristics, functional characteristics, 

extent, or nature of any public work required by the Board. The specification for a repair 
must meet this guideline. 

 
2. Repairs performed or contracted for on a public building, the cost of which is more than 

one hundred thousand dollars ($100,000), may be undertaken by the County 
Commissioners only in accordance with plans and specifications approved by an architect 
or engineer licensed under IC 25-4 or IC 25-31. 

 
3. Because of the requirement that there be a specification, the Board of Commissioners will 

contract with a party with the necessary qualifications to prepare the specification when 
this is necessary 

 
F. Attached as TAB K-2 is the flow chart for repairs in this category of repair projects $5,000.or 

more. 
 

G. Lake County Form 62 at page 206 is a public works check list containing additional 
information that is included for reference purposes. 

 
H. There is one method within each of the three costs ranges to; procure the necessary repair 

vendor. The cost ranges and procedure are as follows: 
 

1. AT LEAST $5,000 BUT LESS THAN $50,000 (Flow Chart at Page 64) (The Staff 
of the County Commissioners as the Using Agency Obtain the Three Quotes and 
Submit Them to County Commissioners at a Public Meeting)(Code PW 10) 

 
a. The County Commissioners’ staff develops the specification. 

 
b. The County Commissioners’ staff identifies three vendors who can provide the 

public works service requested in the specification. 

http://iga.in.gov/legislative/laws/2019/ic/titles/036/#25-4
http://iga.in.gov/legislative/laws/2019/ic/titles/036/#25-31
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c. The three vendors are sent the specification by the Commissioners’ staff, and a 

quote is requested. 
 

d. The quote from the vendor is returned to the County Commissioners’ staff. 
 

e. If all three vendors do not return a quote, the County Commissioners’ staff must 
find another vendor or vendors to obtain a quote since this method requires three 
quotes in hand. 

 
f. The quotes ae evaluated by the County Commissioners’ staff, and a 

recommendation is submitted to the County Commissioners at a public meeting. 
 

g. County Form59 is used to form the contract. If the County Commissioners 
approve a contract, the official action in the public meeting and the quote 
submitted by the selected vendor along with the specification constitutes the 
contract. 

 
1. AT LEAST $50,000 BUT LESS THAN $150,000 (Flow Chart at Page 64) County 

Commissioners Staff Obtains the Three Names of three or more vendors capable of 
performing the public work and submit them to the County Commissioners at a 
Public Meeting Code PW 11) 

 
a. The County Commissioners’ staff develops the specification which may require 

the services of an architect. 
 

b. The County Commissioners’ staff must identify at least three or more vendors 
who can make the repair. 

 
c. The specification and the names of the vendors are placed on the agenda of a 

public meeting of the County Commissioners. 
 

d. The County Commissioners approve the specification and the vendor list. 
 

e. State Form 96 at page 219 must be used, and complete forms are available in the 
County Auditor's Office. 

 
f. The three or more vendors selected are sent a request seeking a quote for the repair 

work in the specification. 
 

g. The quotes from the vendors are returned to the Lake County Auditor and opened 
at a public meeting of the County Commissioners. 
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h. If not, every vendor who is requested to submit a quote responds with a 

submission, this does not invalidate the procedure. 
 

i. The quotes that are received are evaluated by the County Commissioners and their 
staff. 

 
j. The recommendation is placed on the County Commissioner agenda at its 

periodic public meetings, and a decision made by the board. 
 

k. The County Commissioners can reject all quotes received and restart the 
procedure. If this is the action, the County Commissioners should review the 
specification to make sure a lack of clarity is not the reason for the disappointing 
number of quotes received and/or their price quoted. 

 
l. County Form 60 at page 184 is used to form the contract. If the County 

Commissioners approve a vendor, the official action in the public meeting and the 
quote submitted by the selected vendor along with the specification constitutes the 
contract. 

 
2. $150,000 OR MORE (Flow Chart at page 64)(Formal Advertising for Bids)(Code 

PW 12)) 
 

a. The County Commissioners develop the specification which will require the 
services of an architect. 

 
b. The specification is placed on the agenda of a public meeting of the County 

Commissioners. 
 

c. The County Commissioners approve the specification and the legal ad. 
 

d. State Form 96 at page 219 must be used. Complete forms are available at the 
Auditor's Office. 

 
e. The bids from the vendors are returned to the Lake County Auditor, placed on the 

County Commissioners’ agenda, and opened at a public meeting of the County 
Commissioners. 

 
f. The bids that are received are evaluated by the County Commissioners and their 

staff, and a recommendation submitted to the County Commissioners. 
 

g. The recommendation is placed on the Commissioner agenda of a periodic public 
meetings, and a decision made by the County Commissioners. 
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h. The County Commissioners can reject all bids and advertise again for bids. If 
this is the action, the using should review the specification to make sure a lack of 
clarity is not the reason for the disappointing number of bids received and/or the 
bid price. 

 
i. County Form 60 at page 184 is used to form the contract. If the County 

Commissioners approve a vendor, the official action in the public meeting and the 
bid submitted by the selected vendor along with the specification constitutes the 
contract. 

 
3. The American Institute of Architects (AIA) has developed a series of forms that ae 

used by may professionals. These forms do not have all of the required statutory 
language in them. However, if the forms are modified and the language included as 
an addendum, the forms can be used. 
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$5,000 or More But Less Than 
$50,000 
PW 10 

Specification Prepared 

Person in Charge Selects Three (3) 
Vendors and Sends Specifications to 

the Vendors by Fax or Email and 
Requests Return of Written Quote by 

Date and Time Certain by Fax or 
Email 

Responses Received by Person 
in Charge 

If Less Than Three (3) Vendors 
Respond, Repeat the Process to 

Get Needed Number o 3 

Responses Placed on 
Commissioners’ Agenda 

Acted Upon by Commissioners 
at a Public Meeting 

Contract County Form 60 
PW 10 

$50,000 or More But 
Less Than $150,000 

Pw 11 

Specifications Prepared and at 
least three vendors identified 

Specifications Approved by 
Commissioners at a Public Meeting 

Commissioners at a Public Meeting 
Select Three (3) Vendors 

Send to Three (3) Vendors A Request 
to Submit 

Responses Received and Opened in 
Public Meeting 

Responses Under 
Advisement 

Commissioners Act to Select 
Vendor at Public Meeting 

Contract Prepared 
County For 60 

Commissioners Approve 
Contract at a Public Meeting 

Notice to Proceed 
PW 11 

$150,000 
and Over 
PW 12 

Specifications 
Prepared by Licensed 
Architect or Engineer 

Commissioners 
Approve Specifications 
and Advertisement at a 

Public Meeting 

Bids Returned and 
Opened in a Public 

Meeting 

Bids Under 
Advisement 

Commissioners Select 
Vendor in Public Meeting 

Count Form 60 Contract 
Prepared and Signed in 

Public Meeting 

PW 12 
Notice to 
Proceed 
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PRICING PREFERENCES AND GOAL 

 
 

A. Indiana has a series of pricing preferences. There are actually 5 such categories in IC 5-22. 
Only three of these really enter into the computation of the lowest quote or bid for Lake County 
Government.  With the adoption of this manual the County Commissioners have reasserted 
their policy of following the indicated preferences in these three categories. 

 
B.  The County Commissioners apply these price preferences to ever thing purchased which 

includes supplies, services, and public works. 
 

C. The County Commissioners through the Purchasing Department and/or the Lake County 
Attorney will review quotes and bids received when there is a question as to whether the 
purchasing preference applies. 

 
D. This manual will not spell out the mechanics on how to apply these preferences . The purpose 

of including this section is to make all purchasing agents aware of the preferences so that when 
the decision to contract is made by the purchasing agent these price preferences are to be 
considered. 

 
E. The use of a pricing preference does not save the County Government any money. The use of a 

pricing preference does not alter the price of the qualifying Indiana business. For purposes of 
determining who gets the business the % in the pricing preferences are applied to see if the 
Indiana business prices as adjusted to a lower level by the preference is less than the price of 
the non-Indiana Business. If it is then the Indiana business is the lowest for the purpose of 
selecting a vendor, but the price submitted by the Indiana business is the contract price. 

 
F. These price preferences ae presented below in the order in which they most often occur. 

 
1.  First , there is the price preference given to local business as defined in IC -22- 

15-20.9. 
 

a.  The price preference does not save the County Government money but is the tool to 
determine if a local business qualifies. 

 
b. A local business is one in Lake County, Porter County, or Newton County and Jasper 

county which meets certain criteria. To qualify, the business must met certain 
employment and business related criteria. The criteria adopted by the County 
Commissioners are that there is the principal place of business in the county; a 
majority of its payroll is paid to county residents; or a majority of its employees ae 
county residents. 

 
 

c. If the company qualifies , then there is a purchasing preference as to 
price in the following manner. 
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(1)) Five percent (5%) for a purchase expected by the purchasing agency to be less than 
fifty thousand dollars ($50,000). 

 
(2) Three percent (3%) for a purchase expected by the purchasing agency to be at least 
fifty thousand dollars ($50,000) but less than one hundred thousand dollars ($100,000). 

 

(3) One percent (1%) for a purchase expected by the purchasing agency to be at least 

one hundred thousand dollars ($100,000). 

2. Second, , there is the Indiana Small Business Preference ion IC 5-22-15-23. 
 

a. The price preference applies only to supplies. The price preference does not save 
the County Government money but is the tool to determine if a local business 
qualifies. 

 
b. If the company qualifies , then there is a purchasing preference that is significant. 

Lake County Government shall give a fifteen percent (15%) preference for supplies 
to an Indiana small business (as defined in IC 5-22-14-1) that submits an offer for 
purchase under this article. 

 
 

c. A small business is defined as a business that: 
(1)) is independently owned and operated. 
(2) is not dominant in its field of operation; and 
(3) satisfies the criteria: in the rules adopted under section 3 of this chapter; or) to 
be a veteran owned small business concern as specified in section 3.5 of this 
chapter. 

d. The rules adopted by a governmental body must include the following criteria: 
 

(1) A wholesale business is not a small business if its annual saves for its most 
recently completed fiscal year exceed four million dollars ($4,000,000). 

 
(2) A construction business is not a small business if its average annual receipts for 
the preceding three (3) fiscal years exceed four million dollars ($4,000,000). 

 
(3) A retail business or business selling services is not a small business if its annual 
saves and receipts exceed five hundred thousand dollars ($500,000). 

 
 

(4) A manufacturing business is not a small business if it employs more than one 
hundred (100) persons. 

 
(5) A business in any of the following sectors is not a small business if it employs 
more than one hundred (100) persons or if its annual saves exceed five million 
dollars ($5,000,000): 
(A) Information technology. 
(B) Life sciences. 

https://www.lawserver.com/law/state/indiana/in-code/indiana_code_5-22-14-1
https://www.lawserver.com/law/state/indiana/in-code/indiana_code_5-22-14-1
https://www.lawserver.com/law/state/indiana/in-code/indiana_code_5-22-14-1
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(C) Transportation. 
(D) Logistics. 

 
3. Third, there is the Indiana Business Preference in IC 5-22-15-20. 

 
a.  This preference is applicable only when a non-Indiana Company and an Indiana 

Company both supply a quote or bid in response to a solicitation. 
 

b. If the non-Indiana Company is the low quoter or bidder, then the process is to review 
the statutes of the state of the non-Indiana company to determine if in the same type of 
solicitation they give a preference to the non-Indiana bidder when following the laws of 
that state for making government al purchasing decisions in that state. 

 
 

c. This assessment requires the involvement of the Lake County Attorney’s Office to 
check these statutes. 

 
d. The price preference does not save the County Government money but is the tool to 

determine if a local business qualifies. 
 

e. If the non-Indiana state gives its companies a preference in this same type of 
solicitation in their state, then the Indiana Business Preference state gives the Indiana 
business he same type of preference in the purchase by an Indiana Governmental Unit. 

 
 

f. The Idea is that if in purchasing in the non-Indiana State the business in that non- 
Indiana State are given preferences over Indiana Business, then it is 
only fair that the reverse be the case when purchasing in Indiana. 

G. There are several other price preference possibilities that must be considered in certain 
situations that are not typical to Lake County Indiana. These are adopted by the County 
Commissioners, but their statutory application must be consulted when the situation arises for 
their use. These are as follows: 

 
IC 5-22-15-16 Price preference for supplies that contain recycled or post-consumer materials 
IC 5-22-15-18 Price preference for soybean oil based ink 
IC 5-22-15-19 Price preference for soy diesel/bio diesel 
IC 5-22-15-21 Promotion of purchase of supplies manufactured in the United States; 

 
IC 5-22-15-22 

 
Absolute preference to coal mined in Indiana 

 IC-22-15-23 Price preference for supplies to Indiana small business 
IC 5-22-15-23.5 Price preference for Indiana agricultural products 
IC 5-22-15-24 Purchasing agents for government entities to give high calcium foods preference 
IC 5-22-15-24.2 Forced labor; supplies prohibition 
IC 5-22-15-25 Steel products 

\ 
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4. Fourth, the Lake County Council has by ordinance established a price
preference for Minority Business Enterprises (MBE) and Women Business
Enterprises (WBE),

a. There is a price preference in accordance with Lake county Council Ordinance 1405E-
1 as follows:
(1) A five (5) % price preference for any proposal; or bid less than one hundred

thousand dollars ($100,000.00)
(2) A three (3) % price preference for any proposal; or bid one hundred thousand

dollars ($100,000.00) and over.
(3) A company that is both an MBE and WBE qualifies for both preferences.

b. If the MBE or WBE is not the low proposal or bid, then the preference shall be applied
to the dollar total submitted to determine if after the application, the MBE or WBE has
submitted a proposal quote or bid price lower than those submitted by other responding
vendors. If the computed price with the discount results in the MBVE or WBE having
e lower computed price, then the contract shall be awarded to the MBE or WBE.

c. The contract price will be the price submitted by the WBE or MBE and not the price
after adjustment for the MBE or WBE preferences.

d. The price preference do not lower the cost to the county but allow a preference in
awarding the contract.

H. GOALS IN PUBLIC WORKS PROJECTS

1, The Lake County Commissioners have adopted goals that are appliable to public 
works projects. 

2. Obviously, the ability for a vendor to address these employment goals is affected by a
myriad number of factors. 

3. The most obvious factor is the size of the public work project and the size of the
vendor. 

4. The Board’s Women’s Business Enterprise and Minority Business Enterprise Goals
are as follows:

a. Employment – The Contractor shall have a goal of 34% for minority work
force participation (as a percentage of the total number of employees or the
total number of hours worked on the project, whichever is greater) and 6.9%
for work force participation by women (as a percentage of the total number of
employees or the total number of hours worked on the project, whichever is
greater), if available.

b. Subcontractors and Suppliers – A goal of thirteen percent (13%) for MBE
participation and two percent (2%) for WBE participation (as percentage of the
total contract amount) is hereby set for the project.

https://www.lawserver.com/law/state/indiana/in-code/indiana_code_5-22-15-16
https://www.lawserver.com/law/state/indiana/in-code/indiana_code_5-22-15-18
https://www.lawserver.com/law/state/indiana/in-code/indiana_code_5-22-15-19
https://www.lawserver.com/law/state/indiana/in-code/indiana_code_5-22-15-21
https://www.lawserver.com/law/state/indiana/in-code/indiana_code_5-22-15-21
https://www.lawserver.com/law/state/indiana/in-code/indiana_code_5-22-15-22
https://www.lawserver.com/law/state/indiana/in-code/indiana_code_5-22-15-23
https://www.lawserver.com/law/state/indiana/in-code/indiana_code_5-22-15-23-5
https://www.lawserver.com/law/state/indiana/in-code/indiana_code_5-22-15-23-5
https://www.lawserver.com/law/state/indiana/in-code/indiana_code_5-22-15-23-5
https://www.lawserver.com/law/state/indiana/in-code/indiana_code_5-22-15-24
https://www.lawserver.com/law/state/indiana/in-code/indiana_code_5-22-15-24
https://www.lawserver.com/law/state/indiana/in-code/indiana_code_5-22-15-24-2
https://www.lawserver.com/law/state/indiana/in-code/indiana_code_5-22-15-25
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FORM NUMBER DESCRIPTION PAGE(S) 

30 Purchasing request and Contract for Supplies less 

than $250.00 ............................................................................. 121 

31 Purchasing Request and Contract for Supplies 

More than  $250.00 but less than $2,500… ............................. 122 

32 Purchasing Request and Contract for Special 

Purchasing Techniques ............................................................ 123 

33 Request to Form a House Contract ........................................... 125 

34 House Account Contract Executed by The Parties .................. 127 

35 Contract for Three Quotes for Supplies 

Obtained by the Using Agency $2,500 

but Less than $50,000 ............................................................... 130 

36 Standard Specification for Services ......................................... 135 

37 Standard Contract for Services .................................................. 141 

38 Self Insurance Consulting Contract ......................................... 147

39 County Commissioners’ Consulting Contract ................... 153

40-53 Form numbers Reserved for Future Service Use 

55 Standard Contract for Annual Plumbing, Electrical, 

and HVAC .............................................................................. 159 

56 Job Ticket For Plumbing, HVAC and Electrical 

Vendors under annual contract for emergency and 

non emergency work… ......................................................... 165 

57 Contract Other Crafts Non-Emergency Less 

Than $5,000… ....................................................................... 166 

58 Contract for Other Crafts for Emergency Work ...................... 168 

59 Non-Emergency Repairs $5,000 but less 

than $50,000… ......................................................................... 169 

60 Non-Emergency Repairs $50,000 and above ........................... 184 
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 FORM NUMBER DESCRIPTION PAGE(S) 

61 Annual Maintenance Contract ................................................ 201 

62 Check List for Public Works Construction Contracts… ......... 206 

63-75 Form Numbers Reserved for Future Publics 

Works Use 

State Form 91 For Printing and Forms… ..................................................... 217 

State Form 95 For Supplies, Goods, Machinery, and Equipment… ........... 218 

State Form 96 For Public Works… ............................................................ 219 

AIA American Institute of Architects Form… ............................ 220 
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WHICH FORMS TO USE WITH WHAT PURCHASE 

A. FORMS OF GENERAL APPLICABILITY

DESCRIPTION PAGE(S) 

• Vendor Qualification Affidavit: County Form 20 ................................................. 105 
• Request for a Hand Cut Check:  County Form 26 ................................................ 117 
• Petition for the Lease of Real Property: County Form 25 ..................................... 111 
• Short Form Specification for Any Use:  County Form 14 .................................... 92 

B. FORMS TO USE WHEN PURCHASING MANAGER CONRACTS FOR SUPPLIES

DESCRIPTION PAGE(S) 

• Supplies less than $250: Request to Purchasing
Manager and Contract: County Form 30 ............................................................... 121 

• Supplies $250 but less than $2500: Request
To Purchasing Manager and Contract: County Form 31 ....................................... 122 

• Special Purchasing Techniques: Request to
Purchasing Manager and Contract: County Form 32 ............................................ 123 

• Application to Purchasing Manager to Form House
Contract: County Form 33 ..................................................................................... 125 

• House Account Contract With A Specific Vendor: County Form 34.…,,,,,,,,,,,,,,.127 
• Short Form Specification for Any Use: County Form 14 ....................................... 92 

C. FORMS TO USE WHEN THE COUNTY COMMISSIONERS CONTRACT TO

PURCHASE SUPPLIES 

DESCRIPTION PAGE(S) 

• Short Form Specification for Any Use:  County Form 14 .................................... 92 
• Supplies From $2,500 but less than $50,000 - Request .

to Commissioners to Approve One of Three Quotes Obtained by
the Using Agency : County Form 35 ................................................................... 130 

• Supplies $50,000 or more
General Instructions to Offerors:  County Form 1 ...................................... 72 
Affidavit of General Instructions and Specifications: County Form 2 ...... 84 
Affidavit of Equal Employment:  County Form 3 ..................................... 85 
Affidavit of Price preferences:  County Form 4 ......................................... 86 
Offer Total Sheet:  County Form 5 ............................................................ 89 
Offeror Information Questionnaire: County Form 6 ............................. 90 
Offer  Packet Contents:  County Form 7 .................................................... 91 
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PURCHASE SUPPLIES 

DESCRIPTION PAGE(S) 

• Standard Specification for Supplies: County Form 15 .......................................... 93 
• Standard Contract Form: County Form 29 ............................................................. 118 
• State Form 91 Printing……………………………………………………. 
• State Form 95 Supplies……………………………………………………. 

C. FORMS TO USE WHEN THERE IS AN EMERGENCY AND THE BOARD
PRESIDENT AUITHORIZES/CONTRACTS FOR THE PUBLIC WORKS SERVICE

DESCRIPTION PAGE(S) 

• Annual Contract for Plumbing, HVAC, & Electrical: County Form 55 .............. 159 
• Job Ticket Where Emergency Service is provided by Craft

under annual Contract:  County Form 56 ............................................................. 165… 
• Emergency Contract for Crafts Not Under

Annual Contract: County Form 57 ....................................................................... 166 

D. FORMS TO USE FOR ALL ANNUAL MAINTENANCE CONTRACTS

DESCRIPTION PAGE(S) 

• Annual Maintenance Contract: County Form 61 ........................................................ 201 
• State Form 96………………………………………………………………………… 

E. FORMS TO USE WHEN THERE IS NO EMERGENCY AND THE ESTIMATED
COST OF PUBLIC WORKS REPAIRS IS LESS THAN $5,000

DESCRIPTION PAGE(S) 

• Annual Contract for Plumbing, HVAC, & Electrical: County Form 55 ................. 159 
• Job Ticket Where Service is provided by Craft under annual

Contract:  County Form 56 ...................................................................................... 165. 
• Contract For Other Crafts in Non-Emergency Situations less than $5,000

County Form 57 ...................................................................................................... 166… 
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GENERAL INSTRUCTIONS TO OFFERORS 

I. PICK UP THE COMPLETE OFFER PACKET

A. A COMPLETE OFFER PACKET CONSISTS OF THE FOLLOWING:

1. . SPECIFICATION: (1) COUNTY FORM 15 FOR SUPPLIES, GOODS,
MACHINERY, AND EQUIPMENT (2) COUNTY FORM 16 FOR PUBLIC 
WORKS PROJECTS, (3) COUNTY FORM 21 FOR FOOD, BREAD , AND 
DAIRY 

2. ATTACHMENT A: (1) USE COUNTY FORM 17 FOR SUPPLIES, GOODS,
MACHINERY, AND EQUIPMENT), (2) USE COUNTY FORM 18 FOR
VEHICLES,

3. STATE FORM 95 FOR MATERIALS, EQUIPMENT, GOODS OR SUPPLIES,
OR STATE FORM 96 FOR PROJECTS THAT INVOLVE CONSTRUCTION,
LABOR, OR PUBLIC WORKS PROJECTS, OR STATE FORM 91 FOR
BLANK BOOKS, BLANKS, STATIONERY OR PRINTING.

4. COUNTY FORM 1 - GENERAL INSTRUCTIONS TO OFFEROR
5. COUNTY FORM 2 - AFFIDAVIT OF GENERAL INSTRUCTIONS AND

SPECIFICATIONS TO OFFERORS
6. COUNTY FORM   3   - AFFIDAVIT OF EQUAL EMPLOYMENT AND 

AFFIRMATIVE ACTION 
7. COUNTY FORM 4- PRICE PREFERENCE SELECTION BY OFFEROR
8. COUNTY FORM 5   - OFFER TOTAL SHEET 
9. COUNTY FORM 6 - OFFEROR INFORMATION QUESTIONNAIRE 

10. COUNTY FORM 7   - OFFER PACKET CONTENTS 
1l. OTHER - PLEASE SPECIFY 

B. EACH OFFER PACKET WAS ASSEMBLED AND INSPECTED BY THE OFFICE OF
THE LAKE COUNTY AUDITOR. COUNTY FORM 7 IDENTIFIES THE ITEMS
THAT WERE INCLUDED IN THE OFFER PACKET YOU RECEIVED. IF THERE IS
A DIFFERENCE BETWEEN THE ITEMS IDENTIFIED ON COUNTY FORM 7 AND
THOSE THAT WERE INCLUDED IN YOUR PACKET, IT IS YOUR
RESPONSIBILITY TO IMMEDIATELY NOTIFY AND OBTAIN THE MISSING
ITEM FROM THE LAKE COUNTY AUDITOR.

II. USE THE PROPER FORM

A. STATE FORM 95 IS TO BE USED FOR MATERIALS, EQUIPMENT, GOODS OR
SUPPLIES.

B. STATE FORM 96 IS TO BE USED ON ALL PROJECTS THAT INVOLVE
CONSTRUCTION, LABOR, AND ARE PUBLIC WORKS PROJECTS.
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C. STATE FORM 91 IS TO BE USED FOR BLANK BOOKS, BLANKS, STATIONERY
AND PRINTING.

III. SUBMIT THE OFFER ON TIME

A. ALL OFFERS MUST BE SUBMITTED BEFORE 9:30 A.M. ON THE DAY OF
OPENING, UNLESS OTHERWISE STATED.

B. PLEASE REFER TO THE LEGAL ADVERTISING FOR SPECIFIC DATE, TIME, AND
PLACE OF SUBMISSION.

IV. SUBMIT THE OFFER TO THE PROPER OFFICIAL

ALL OFFERS SHALL BE MADE OUT TO THE BOARD OF COMMISSIONERS OF THE
COUNTY OF LAKE C/O LAKE COUNTY AUDITOR AND MAILED OR DELIVERED TO
THE LAKE COUNTY AUDITOR’S OFFICE, LAKE COUNTY GOVERNMENT CENTER,
SECOND FLOOR, ADMINISTRATION BUILDING, 2293 NORTH MAIN STREET, CROWN
POINT, INDIANA 46307.

V. INCLUDE ALL OF THE REQUIRED ITEMS IN THE OFFER PACKET

ITEM 1 –  STATE FORM 91 (BLANK BOOKS, BLANKS, STATIONERY AND 
PRINTING.), STATE FORM 95 ( FOR SUPPLIES WHICH INCLUDES 
MATERIALS, EQUIPMENT,GOODS, AND MACHINERY) ,OR STATE 
FORM 96 (CONSTRUCTION, LABOR, MATERIALS AND ARE PUBLIC 
WORKS PROJECTS.) 

ITEM 2 - OFFER SECURITY FOR OFFERS OVER ($100,000.00) IS ONE HUNDRED 
THOUSAND DOLLARS. 

ITEM 3 - AFFIDAVIT OF GENERAL INSTRUCTIONS AND SPECIFICATIONS TO 
OFFERORS (COUNTY FORM 2) 

ITEM 4 - AFFIDAVIT OF EQUAL EMPLOYMENT AND AFFIRMATIVE ACTION 
(COUNTY FORM 3) 

ITEM 5 - AFFIDAVIT OF PRICE PREFERENCE SELECTION BY OFFEROR 
(COUNTY FORM 4) 

ITEM 6 - OFFER TOTAL SHEET (COUNTY FORM 5) 

ITEM 7 - OFFERER INFORMATION QUESTIONNAIRE (COUNTY FORM 6) 
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race, religion, color, disability, sexual orientation, gender identity, national origin, 
ancestry, age, or United States military service status, and any breach of this Policy shall 
continue to be considered a material breach of the relationship with the County. 
 

D. The County is committed to providing equal employment opportunities for all applicants 
and employees. Employment decisions shall be made without regard to sexual orientation 
or gender identity. 
 

E. The offeror must execute the non-collusion affidavit on the forms specified for use by the 
State Board of Accounts. 
 

F. The offeror, if required to register with the Indiana Secretary of State, shall submit with 
their offer packet a photocopy of the “State of Indiana Office of the Secretary of State 
Certificate of Existence” indicating that they have filed their most recent annual report as 
required by Indiana law. 
 

G. The offeror shall include in their offer packet the original offer and one photocopy of the 
offer. 

 
13. These provisions apply to the successful offeror: 

A. The successful offeror shall: 
1) Have workmen’s compensation coverage as required by State Law. 
2) Have property damage insurance of One Million Dollars ($1,000,000.00) , and in 

such form that the policy includes Lake County, its’ Board of Commissioners, its’ 
Elected Officials, its’ officers, employees, and agents.  

3) Indemnify and hold harmless any and all entities to include but not limited to the 
County of Lake, The Board of Commissioners of the County of Lake, it’s elected 
officials, it’s officers, it’s employees, and or its agents for any and all expenses or 
charges to include attorney fees which these entities or persons might have to pay by 
virtue of the successful offerors actions, non-actions, or performance. 

4) Limitation on aggregate liability; punitive damages prohibited: 
(a) The combined aggregate liability of all governmental entities and of all public 

employees, acting within the scope of their employment and not excluded from 
liability, does not exceed: 
(1) For injury to or death of one (1) person in any one (1) occurrence Seven 

Hundred Thousand Dollars ($700,000) for a cause of action that accrues on or 
after January 1, 2008; and (2) for injury to or death of all persons in that 
occurrence, Seven Million Dollars ($7,000,000).  

 
B. As an independent contractor, the vendor accepts all responsibility for all injuries and 

accidents that meet the definition of “reportable” as defined by OSHA. Further, the 
vendor shall report to IOSHA, via a first report, and list on the contractor’s annual OSHA 
300 Report, all accidents that occur while performing services for or to Lake County. 
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14. The contract will be let to the lowest responsible and responsive offeror for each (class or 
category) of supplies. In addition to the price, the offers will be evaluated on the basis of 
reliability and prior vendor performance. 
 

15. All provisions of I.C. 5-22 are applicable and incorporated into this specification by 
reference, and the contract with the successful offeror shall include all provisions required, 
the cited statutes and any other provisions required by law. 
 

16. Each offeror shall give a total amount on complete offer as well as each category separately. 
 

17. Where language of these specifications conflicts with any requirements previously 
established by the Board of Commissioners of the County of Lake, the terms of these 
specifications shall apply. 
 

18. Any individual, partnership or corporation offering hereon shall furnish proof satisfactory to 
the Board of Commissioners of the County of Lake that they or it are in good standing and 
are authorized to do business in the State of Indiana. 

  
ALL OF WHICH IS APPROVED THIS   DAY OF    , 20 . 
 
BOARD OF COMMISSIONERS 
OF THE COUNTY OF LAKE 
 
             
      VENDOR SIGNATURE 
     
      BY:        
     
 
ATTESTED: 
 
 
     
LAKE COUNTY AUDITOR 
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6. The following pertain to the submission of an offer: 
 

A. The offeror shall submit a bond or certified check in the amount of five (5%) percent of the 
offer for offers over one hundred thousand ($100,000.00) dollars. 

1) The bond or certified check shall be for the benefit of or be made payable to “The 
Board of Commissioners of the County of Lake, State of Indiana.” 

2) All certified checks of unsuccessful offerors shall be returned upon selection of the 
successful offeror. If the successful offeror has posted a certified check, this shall be 
held until the performance bond is posted. 

 
B. The County of Lake is committed to the principle of Affirmative Action. Each offeror must 

execute an affidavit on a form provided by the County of Lake acknowledging that the offeror 
has its own affirmative action program that is in compliance with any and all applicable 
federal/state/local laws and interpretive court decisions. 
 

C. The County hereby affirms its policy that no vendor, contractor, grant recipient, or anyone 
receiving public funds or benefits of any kind shall discriminate on the basis of race, religion, 
color, disability, sexual orientation, gender identity, national origin, ancestry, age, or United 
States military service status, and any breach of this Policy shall continue to be considered a 
material breach of the relationship with the County. 

 
D. The County is committed to providing equal employment opportunities for all applicants and 

employees. Employment decisions shall be made without regard to sexual orientation or 
gender identity. 

 
E. Lake County Non Discrimination and Equal Employment Policy. In accordance with Federal 

and State Law, Lake County hereby requires the following from each contractor or 
subcontractor who is awarded a public works contract. 

1)  Non Discrimination. 
a) That with respect to hire, tenure, terms, conditions, or privileges of employment of 

employees for performance of work under this Contract or any subcontract 
hereunder, no contractor, subcontractor, nor any person acting on behalf of such 
contractor or subcontractor shall, by reason of race, color, religion, sex, national 
origin, or ancestry discriminate against any citizen qualified to do the work to 
which the employment relates. 

b) That no contractor, subcontractor, nor any person on his behalf shall, in any 
manner, discriminate against or intimidate any employee hired for the performance 
of work under this contract on account of race, color, religion, sex, national origin, 
or ancestry. 

c) That this contract may be cancelled or terminated by the owner, and all money due 
or to become due hereunder may be forfeited for a violation of the terms or 
conditions of this section of the contract. 

2)  Women and Minority Employment Goals. 
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a) That through the use of its purchasing dollars the Board of Commissioners shall 
ensure that women and minority employees and/or minority owned businesses are 
involved in public works projects performed by County contractors and 
subcontractors. 

b) That the policy will apply to both direct employment of women and minorities as 
employees and to the percentage of subcontractor and suppliers of contractors who 
are minority business enterprises or women business enterprises. 

 
F. Executive Summary of Goals. 

1)  Employment - The contractor shall have a goal of Thirty-Four (34%) Percent of 
minority work force participation (as a percentage of the total number of employees or 
the total number of hours worked on the project, whichever is greater) and 6.9% for 
work force participation by women (as a percentage of the total number of employees 
or the total number of hours worked on the project, whichever is greater), if available. 

2)  Subcontractors and Suppliers - A goal of Thirteen (13%) Percent for MBE participation 
and Two (2%) Percent for WBE participation (as a percentage of the total contract 
amount) is hereby set for the project. 

 
G. The offeror must execute the noncollusion affidavit on the forms specified for use by the State 

Board of Accounts. 
 

H. The offeror shall submit with their offer packet a photocopy of the “State of Indiana Office of 
the Secretary of State Certificate of Existence” indicating that they have filed their most recent 
annual report as required by Indiana law. 

 
I. The offeror shall include in their offer packet the original offer and one photocopy of the offer. 

 
7. These provisions apply to the successful offeror: 

 
A.  The successful offeror shall file a performance bond and contractors payment bond with the 

Lake County Auditor’s Office within ten (10) days of letting the offer, if their offer total 
exceeds two hundred thousand ($200,000.00) dollars. 

1) A performance bond is the approved form of security, furnished and executed by the 
offeror and its surety or sureties, guaranteeing complete execution of the contact, as 
defined herein, and for the payment of all legal debts pertaining to the construction of 
the project. The performance bond will be in effect after both parties have signed the 
contract. 

2) A performance bond in the amount of one hundred (100%) percent of the offer is 
required. 

3) The performance bond and payment bond shall be for the benefit of “The Board of 
Commissioners of the County of Lake, State of Indiana.” 

4) The Auditor’s Office shall forward the performance bond to the Board of 
Commissioners of the County of Lake, who shall either accept or deny the bonds at 
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their next scheduled public meeting. 
5) No payments will be made to the successful offeror under the contract until the 

performance bond is filed with the Lake County Auditor’s Office. 
6) A performance bond is required in accordance with I.C. 36-1-12-14 (e) equal to the 

offer if the offer is in excess of two hundred thousand ($200,000.00) dollars. If the 
offer is more than two hundred thousand ($200,000.00) dollars but less than two 
hundred fifty thousand ($250,000.00) dollars, an irrevocable letter of credit issued in 
accordance with I.C. 36-1-12-14 (h). 

 
B.  The successful offeror shall: 

1)  Have workmen’s compensation coverage as required by State Law. 
2)  Have public liability insurance meeting the maximum dollar limits as specified in I.C. 

34-4-16.5-4 as follows: Seven Hundred Thousand Dollars ($700,000.00) for injury or 
death to one person in any one occurrence, Five Million Dollars ($5,000,000.00) for 
injury to or death of all persons in that occurrence, and One Million Dollars 
($1,000,000.00) for property damage liability. 

3)  Indemnify and hold harmless any and all entities to include but not limited to the 
County of Lake, The Board of Commissioners of the County of Lake, it’s elected 
officials, it’s appointed officials, it’s officers, it’s employees, and or its agents for any 
and all expenses or charges to include attorney fees which these entities or persons 
might have to pay by virtue of the successful offerors actions, non-actions, or 
performance. 

4) As an independent contractor, the vendor accepts all responsibility for injuries and 
accidents that meet the definition of “reportable” as defined by OSHA.  Further, the 
vendor shall report to IOSHA, via a first report, and list on the contractor’s annual 
OSHA 300 Report, all accidents that occur while performing services for or to Lake 
County. 

 
C.  The successful offeror shall comply with the anti-discrimination provisions of I.C. 5-16-6 and 

I.C. 22-9-1-10. 
 

D.  A payment bond is required on offers exceeding two hundred thousand ($200,000.00) dollars 
in accordance with I.C. 36-1-12-13-1. 

 
E.  The board shall withhold final payment to the contractor in accordance with I.C. 36-1-12-12 to 

facilitate payment of any subcontractors, material suppliers, laborers or those providing 
services. 

 
F.  No change order shall be undertaken or approved other than in accordance with I.C. 36-1-12-

18. These terms shall be strictly construed. 
 
G.  If the offer is more than two hundred thousand ($200,000.00) dollars, the provisions of I.C. 

36-1-12-14 shall apply. This requires provisions on retainage and the use of an escrow agent 
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and agreement for most public works projects. 
 

8. Where language of these specifications conflicts with any requirements previously established by 
the Board of Commissioners of the County of Lake, the terms of these specifications shall apply. 
 

9. The provisions of I.C. 36-1-12-1 to 20 apply if applicable to the type of project and/or offer. 
 

10. The contract will be let to the lowest responsible and responsive offeror. If the board awards the 
contract to a offeror other than the lowest offeror, the board must state in the minutes or 
memoranda, at the time the award is made, the factors used to justify the award, and the board 
shall keep a copy of the minutes or memoranda available for public inspection. 
 

11. The general contract (and all independent subcontracts, I.C., subcontracts not included within a 
general contract and regardless of tier) shall be awarded to the lowest responsible and responsive 
offeror complying with the conditions and requirements provided in these Instructions, the offers, 
forms and other specific documents. A responsible and responsive offeror is one demonstrably 
possessing the skill, ability and integrity necessary to faithfully perform the work called for by the 
contract, based upon a determination of competent workmanship and financial soundness in 
accordance with I.C. 36-1-9-3 or any successor statute. An eligible offeror is one who is not 
debarred from participating under any applicable law, and which shall certify that it is able to 
furnish labor that can work in harmony with all other elements of labor employed on the project. 
 

12. The winning offeror cannot assign without the written approval of the County of Lake. 
 

13. The Lake County Council has enacted an ordinance that requires that all public works projects be 
performed by union labor. 

 
ALL OF WHICH IS APPROVED THIS   DAY OF    , 20 . 
 
BOARD OF COMMISSIONERS 
OF THE COUNTY OF LAKE   ATTESTED: 
 
              
 
  PRESIDENT                                         LAKE COUNTY AUDITOR 
       
    _____ 
 
               VICE PRESIDENT 
________________________ 
                MEMBER 
 
 





       LAKE COUNTY FORM 17  
  MAY  6, 2020 

 

103 
 

 
 

S P E C I F I C A T I O N  S H E E T 
 

A T T A C H M E N T  A 
 

FOR USE WITH SUPPLIES, MATERIALS, SERVICE, EQUIPMENT AND OTHER TANGIBLE ITEMS 
 
    SUBMITED BY _______________________________________ 

 
    CATEGORY:__________________________________________ 
 
    PAGE      OF      FOR THE YEAR 20      
 

  
ITEM 

NUMBER 

  
 

DESCRIPTION 

  
BRAND 
NAME 

  
 
SIZE 

  
 
QUANTITY 

  
UNIT 
PRICE 

  
EXTENSI

ON 
PRICE   
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S P E C I F I C A T I O N  S H E E T 

 
A T T A C H M E N T  A 

 
FOR USE WITH VEHICLES, ETC. 

 
 
 
       SUBMITTED BY;___________________________________________ 
       CATEGORY: 
 
       PAGE      OF      FOR THE YEAR 20      
 

  
DESCRIPTION   
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C. The County hereby affirms its policy that no vendor, contractor, grant recipient, or anyone 

receiving public funds or benefits of any kind shall discriminate on the basis of race, religion, 
color, disability, sexual orientation, gender identity, national origin, ancestry, age, or United 
States military service status, and any breach of this Policy shall continue to be considered  a 
material breach of the relationship with the County. 
 

D. The County is committed to providing equal employment opportunities for all applicants and 
employees. Employment decisions shall be made without regard to sexual orientation or gender 
identity. 
 

E. The Offeror must execute the non-collusion affidavit on the forms specified for use by the State 
Board of Accounts. 
 

F. The Offeror (Corporation) shall submit with their OFFER packet a photocopy of the “State of 
Indiana Office of the Secretary of State Certificate of Existence” indicating that they have filed 
their most recent annual report as required by Indiana law. 
 

G. The Offeror shall include in their OFFER packet the original OFFER and one photocopy of the 
OFFER. 

 
12. These provisions apply to the successful Offeror: 

A. The successful Offeror shall: 
1) Have workmen’s compensation coverage as required by State Law. 
2) Have public liability insurance meeting the maximum dollar limits as specified in I.C. 34-4-

16.4-4 as follows: Three Hundred Thousand Dollars ($300,000.00) for injury or death to each 
person in any one occurrence, and Three Hundred Thousand Dollars ($300,000.00) for 
property damage liability. 

3) Indemnify and hold harmless any and all entities to include but not limited to the County of 
Lake, The Board of Commissioners of the County of Lake, it’s elected officials, it’s officers, 
it’s employees, and or its agents for any and all expenses or charges to include attorney fees 
which these entities or persons might have to pay by virtue of the successful Offerors actions, 
non-actions, or performance. 

4) Limitation on aggregate liability; punitive damages prohibited: 
(a) The combined aggregate liability of all governmental entities and of all public 

employees, acting within the scope of their employment and not excluded from liability, 
does not exceed: 
(1) For injury to or death of one (1) person in any one (1) occurrence Seven Hundred 

Thousand Dollars ($700,000) for a cause of action that accrues on or after January 1, 
2008; and (2) for injury to or death of all persons in that occurrence, Five Million 
Dollars ($5,000,000). 

(2) A governmental entity or an employee of a governmental entity acting within the 
scope of employment is not liable for punitive damages. 
 

B. The successful Offeror shall comply with the anti-discrimination provisions of I.C. 5-16-6 and 
I.C. 22-9-1-10. 
 

C. As an independent contractor, the vendor accepts all responsibility for all injuries and accidents 
that meet the definition of “reportable” as defined by OSHA. Further, the vendor shall report to 
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PRINTED NAME 

(PRINT SPOUSES NAME 
IF APPLICABLE) 

 
 
 

SIGNATURE 

 
STREET ADDRESS, CITY, 

STATE AND ZIP CODE 

 
23) 
 
 

 
 

 
 
 
 
 
 

 
24) 
 
 

 
 

 
 
 
 
 
 

 
25) 
 
 

 
 

 
 
 
 
 
 

 
PETITION NUMBER:  __________________________________                    

 
STATE OF INDIANA ) 

) SS: 
COUNTY OF LAKE        )     
 
                                                                                                                                                       , 
BEING FIRST DULY SWORN, UPON HIS/HER OATH DEPOSES AND SAYS: 
 
 
 

VERIFYING AFFIDAVIT 
 
 

THAT HE/SHE IS ONE OF THE SIGNERS OF THE ATTACHED COUNTERPART OF 
A PETITION ADDRESSED TO                                                                                                  , 
THE BOARD OF COMMISSIONERS OF THE COUNTY OF LAKE, AND THE LAKE 
COUNTY COUNCIL REQUESTING THE LEASE OF THE FOLLOWING REAL PROPERTY 
FOR THE INDICATED PURPOSE: 
          
            COMMON ADDRESS:  __________________________________________ 

                                         __________________________________________                                                                                                                                                                                                                                         
 
LEGAL DESCRIPTION:__________________________________________ 
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D. IC 22-5-1.7-4 “Person” As used in this chapter, “person” means an individual, a 
corporation, a limited liability company, a partnership, or another legal entity.  
 

E. IC 22-5-1.7-5 “Political subdivision” As used in this chapter, “political subdivision” has 
the meaning set forth in IC 36-1-2-13. 
 

F. IC 22-5-1.7-6 “Public contract for services” As used in this chapter, “public contract for 
services” means any type of agreement between a state agency or a political subdivision 
and a contractor for the procurement of services. 
 

G. IC 22-5-1.7-9 “Unauthorized alien” As used in this chapter, “unauthorized alien” has the 
meaning set forth in 8 U.S.C. 1324a(h)(3). 
 

H. IC 22-5-1.7-11 Contractors with public contract for services required to use E-Verify 
program; business entities that receive certain grants required to use E-Verify program 
Sec. 11. (a) This subsection applies only to a public contract for services entered into or 
renewed after June 30, 2011. A state agency or political subdivision may not enter into or 
renew a public contract for services with a contractor unless: 

 (1) the public contract contains: 
(A) a provision requiring the contract to enroll in and verify the work 

eligibility status of all newly hired employees of the contractor through the E-
Verify program; and 

(B) a provision that provides that a contractor is not required to verify 
the work eligibility status of all newly hired employees of the contractor through 
the E-Verify program if the E-Verify program no longer exists; and 

 (2) the contractor signs an affidavit affirming that the contractor does not knowingly 
employ an unauthorized alien. 

 (b) A state agency or political subdivision may not award a grant of more than one 
thousand dollars ($1,000) to a business entity unless the business entity: 

 (1) signs a sworn affidavit that affirms that the business entity has enrolled and is 
participating in the E-Verify program. 

 (2) provides documentation to the state agency or political subdivision that the 
business entity has enrolled and is participating in the E-Verify program; and 

 (3) signs an affidavit affirming that the business entity does not knowingly employ an 
unauthorized alien 

I. IC 22-5-1.7-15 Certification by subcontractor. If a contractor uses a subcontractor to 
provide services for work the contractor is performing under a public contract for 
services, the subcontractor shall certify to the contractor in a manner consistent with 
federal law that the subcontractor, at the time of certification: 
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 5. Changes.  The County may, from time to time, require changes in the scope of the services 

of the Consultant to be performed hereunder. Such charges, which are mutually agreed 
upon by and between the County and the Consultant, shall be incorporated in a written 
amendment to this agreement. 

 
 6. Termination of Agreement. Either Party may terminate this agreement, with or without 

cause, by giving written notice to the other party of such termination and specifying the 
effective date thereof, at least thirty (30) days before the effective date of such termination. 

 
 7. Accomplishment of Project.  The Consultant shall commence, carry on, and complete the 

project with all practicable dispatch, in a sound economical and efficient manner, in 
accordance with the provisions thereof and all applicable laws. 

 
 8. Provisions Concerning Certain Waivers.  Subject to applicable law, any right or remedy 

which the County may have under this contract may be waived in writing by the County 
by a formal waiver, if, in the judgment of the County, this contract, as so modified, will 
still conform to the terms and requirements of pertinent laws. 

 
 9. Matters to be Disregarded.  The titles of the several sections, subsections, and paragraphs 

set forth in this contract are inserted for convenience of reference only and shall be 
disregarded in construing or interpreting any of the provisions of this contract. 

 
10. Completeness of Contract.  This contract and any additional or supplementary document 

or documents incorporated herein by specific reference contain all the terms and conditions 
agreed upon by the parties hereto, and no other agreements, oral or otherwise, regarding 
the subject matter of this contract or any part thereof shall have any validity or bind any of 
the parties hereto. 

 
11. County Not Obligated to Third Parties.  The County shall not be obligated or liable 

hereunder to any party other than the Consultant. 
 
12. When Rights and Remedies Not Waived.  In no event shall the making by the County of 

any payment to the Consultant constitute or be construed as a waiver by the County of any 
breach of covenant, or any default which may then exist, on the part of the Consultant, and 
the making of any such payment by the County while any such breach or default shall exist 
in no way impair or prejudice any right or remedy available to the County in respect to 
such breach or default. 
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13. Personnel.  The Consultant represents that he has, or will secure at his own expense, all 
personnel required in performing the services under this agreement.  Such personnel shall 
not be employees of or have any contractual relationship with the County. All of the 
services required hereunder will be performed by the Consultant or under his supervision, 
and all personnel engaged in the work shall be fully qualified to perform such services. 

 
14. Equal Opportunity and Affirmative Action.  The Consultant agrees by the execution of 

this contract that in regard to its operations: 
 

A. No person shall, on the grounds of race, color, national origin or sex, be excluded 
from participation, be denied the benefits of, or be subject to discrimination. 

 
B. The principles of equal opportunity in employment and delivery of services are 

applicable and commits to a policy and practice of nondiscrimination and 
affirmative action based upon age, military service, ancestry, color, national origin, 
physical handicap, political affiliation, race, religion and sex. 

 
C. The provisions of the Affirmative Action Program adopted by the Board of 

Commissioners of the County of Lake on May 31, 1977, as applicable are 
incorporated by reference as part of this agreement. 

 
D. The provisions of all Federal Civil Rights laws and the Indiana Civil Rights law as 

applicable are incorporated by reference as part of this agreement. 
 

E. Breach of any of the equal opportunity and/or non-discrimination provisions of the 
agreement remedy available to the County in respect to such breach or default. 

 
F. Where applicable, non-discriminatory clauses and affirmative action clauses shall 

be made a part of any agreement, contract or lease between the Consultant and any 
organization, corporation, subcontractor or other legal entity that benefits from the 
funds paid to the Consultant by this agreement 

 
15. Miscellaneous Provisions. 
 

A. This agreement represents the entire understanding between the parties, and 
modifications of this agreement shall not be effective unless reduced to writing and 
signed by both parties.  In the event any portion or portions of this agreement are 
found to be void and voidable portions; these portions shall be stricken, and the 
remaining portions enforced. 

 
B. Consultant may not subcontract any part of the work covered herein without the 

prior written consent of the County. 
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16. Information Availability. 
 

A. Information that is the property of Lake County shall be made available in 
accordance with the Indiana Open Records Law, I.C. 5-15-5.1-1 et seq. 

B. County recognizes and acknowledges that in the course of performing the services 
provided hereunder it may have access to certain confidential or proprietary 
information of Consultant and Consultant’s business and computer operations. 
County hereby agrees that it will not, at any time during or after the term of this 
agreement disclose any such confidential or proprietary information to any person 
unless required by law or upon obtaining the prior written consent of Consultant. 

 
17. Notice.  Any notice, bills, invoices, or reports required by this agreement shall be sufficient 

if sent by the parties hereto in the United States mail, postage paid, to the addresses noted 
below. 

 
BOARD OF COMMISSIONERS       
OF THE COUNTY OF LAKE       
2293 NORTH MAIN STREET       
CROWN POINT, IN 46307        
(219) 755-3200 

 
 
18. E-Verification. 
 

A. IC 22-5-1.7 Chapter 1.7. Public Contract Services, Business Entities; Unauthorized 
Aliens. 
 

B. IC 22-5-1.7.2 “Contractor” As used in this chapter, “contractor” means a person that has 
or is attempting to enter into a public contract for services with a state agency or political 
subdivision. 
 

C. IC 22-5-1.7-3 “E-Verify program” As used in this chapter, “E-Verify program” means 
the electronic verification of work authorization program of the Illegal Immigration 
Reform and Immigration Responsibility Act of 1996 (P.L. 104-208), Division C, Title 
IV,s. 403(a), as amended, operated by the United States Department of Homeland 
Security or a successor work authorization program designated by the United States 
Department of Homeland Security or other federal agency authorized to verify the work 
authorization status of newly hired employees under the Immigration Reform and 
Control. 
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D. IC 22-5-1.7-4 “Person” As used in this chapter, “person” means an individual, a 
corporation, a limited liability company, a partnership, or another legal entity.  
 

E. IC 22-5-1.7-5 “Political subdivision” As used in this chapter, “political subdivision” has 
the meaning set forth in IC 36-1-2-13. 
 

F. IC 22-5-1.7-6 “Public contract for services” As used in this chapter, “public contract for 
services” means any type of agreement between a state agency or a political subdivision 
and a contractor for the procurement of services. 
 

G. IC 22-5-1.7-9 “Unauthorized alien” As used in this chapter, “unauthorized alien” has the 
meaning set forth in 8 U.S.C. 1324a(h)(3). 
 

H. IC 22-5-1.7-11 Contractors with public contract for services required to use E-Verify 
program; business entities that receive certain grants required to use E-Verify program 
Sec. 11. (a) This subsection applies only to a public contract for services entered into or 
renewed after June 30, 2011. A state agency or political subdivision may not enter into or 
renew a public contract for services with a contractor unless: 

 (1) the public contract contains: 
(A) a provision requiring the contract to enroll in and verify the work 

eligibility status of all newly hired employees of the contractor through the E-
Verify program; and 

(B) a provision that provides that a contractor is not required to verify 
the work eligibility status of all newly hired employees of the contractor through 
the E-Verify program if the E-Verify program no longer exists; and 

 (2) the contractor signs an affidavit affirming that the contractor does not knowingly 
employ an unauthorized alien. 

 (b) A state agency or political subdivision may not award a grant of more than one 
thousand dollars ($1,000) to a business entity unless the business entity: 

 (1) signs a sworn affidavit that affirms that the business entity has enrolled and is 
participating in the E-Verify program. 

 (2) provides documentation to the state agency or political subdivision that the 
business entity has enrolled and is participating in the E-Verify program; and 

 (3) signs an affidavit affirming that the business entity does not knowingly employ an 
unauthorized alien 

I. IC 22-5-1.7-15 Certification by subcontractor. If a contractor uses a subcontractor to 
provide services for work the contractor is performing under a public contract for 
services, the subcontractor shall certify to the contractor in a manner consistent with 
federal law that the subcontractor, at the time of certification: 
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any person unless required by law or upon obtaining the prior written consent of 
Service Provider. 

 
17. Notice.  Any notice, bills, invoices, or reports required by this agreement shall be sufficient 

if sent by the parties hereto in the United States mail, postage paid, to the addresses noted 
below. 

 
BOARD OF COMMISSIONERS       
OF THE COUNTY OF LAKE       
2293 NORTH MAIN STREET       
CROWN POINT, IN 46307        
(219) 755-3200 

 
 
18. E-Verification. 
 

A. IC 22-5-1.7 Chapter 1.7. Public Contract Services, Business Entities; Unauthorized 
Aliens. 
 

B. IC 22-5-1.7.2 “Contractor” As used in this chapter, “contractor” means a person that has 
or is attempting to enter into a public contract for services with a state agency or political 
subdivision. 
 

C. IC 22-5-1.7-3 “E-Verify program” As used in this chapter, “E-Verify program” means 
the electronic verification of work authorization program of the Illegal Immigration 
Reform and Immigration Responsibility Act of 1996 (P.L. 104-208), Division C, Title 
IV,s. 403(a), as amended, operated by the United States Department of Homeland 
Security or a successor work authorization program designated by the United States 
Department of Homeland Security or other federal agency authorized to verify the work 
authorization status of newly hired employees under the Immigration Reform and 
Control. 
 

D. IC 22-5-1.7-4 “Person” As used in this chapter, “person” means an individual, a 
corporation, a limited liability company, a partnership, or another legal entity.  
 

E. IC 22-5-1.7-5 “Political subdivision” As used in this chapter, “political subdivision” has 
the meaning set forth in IC 36-1-2-13. 
 

F. IC 22-5-1.7-6 “Public contract for services” As used in this chapter, “public contract for 
services” means any type of agreement between a state agency or a political subdivision 
and a contractor for the procurement of services. 
 

G. IC 22-5-1.7-9 “Unauthorized alien” As used in this chapter, “unauthorized alien” has the 
meaning set forth in 8 U.S.C. 1324a(h)(3). 
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H. IC 22-5-1.7-11 Contractors with public contract for services required to use E-Verify 
program; business entities that receive certain grants required to use E-Verify program 
Sec. 11. (a) This subsection applies only to a public contract for services entered into or 
renewed after June 30, 2011. A state agency or political subdivision may not enter into or 
renew a public contract for services with a contractor unless: 

 (1) the public contract contains: 
(A) a provision requiring the contract to enroll in and verify the work 

eligibility status of all newly hired employees of the contractor through the E-
Verify program; and 

(B) a provision that provides that a contractor is not required to verify 
the work eligibility status of all newly hired employees of the contractor through 
the E-Verify program if the E-Verify program no longer exists; and 

 (2) the contractor signs an affidavit affirming that the contractor does not knowingly 
employ an unauthorized alien. 

 (b) A state agency or political subdivision may not award a grant of more than one 
thousand dollars ($1,000) to a business entity unless the business entity: 

 (1) signs a sworn affidavit that affirms that the business entity has enrolled and is 
participating in the E-Verify program. 

 (2) provides documentation to the state agency or political subdivision that the 
business entity has enrolled and is participating in the E-Verify program; and 

 (3) signs an affidavit affirming that the business entity does not knowingly employ an 
unauthorized alien 

I. IC 22-5-1.7-15 Certification by subcontractor. If a contractor uses a subcontractor to 
provide services for work the contractor is performing under a public contract for 
services, the subcontractor shall certify to the contractor in a manner consistent with 
federal law that the subcontractor, at the time of certification: 

 (1) does not knowingly employ or contract with an unauthorized alien; and 
 (2) has enrolled and is participating in the E-Verify program. 

J. Affidavit by Contractor. By execution of this contract I swear under the penalties of 
perjury that my company does not knowingly employ an unauthorized alien. 

 
19. OSHA LANGUAGE 

 
As an independent contractor, the vendor accepts all responsibility for all injuries and 
accidents that meet the definition of “reportable” as defined by OSHA. Further, the 
vendor shall report to IOSHA, via a first report, and list on the contractor’s annual OSHA 
300 Report, all accidents that occur while performing services for or to Lake County. 
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PUBLIC WORKS PROJECT CHECKLIST 

I. PURPOSE OF PROJECT CHECKLIST 
 

A.  A project checklist is a summary of key items in a specific type of public works 
project. 

 
B. The goal is to identify for each type of public works project the key information. 

 
II. THE GET AHEAD STEP 

 
A. The path to perfection is planning. 

 
B.  Prior to each calendar year the vendors utilized in the last two years should first 

be identified and then classified according to the public works situations in which 
they were utilized. The objective is to know what vendors are capable of 
performing what services in Lake County Indiana for Lake County government. 

 
C. The five public works situations are as follows ( A vendor may appear in more 

than one category): 
 

1. Emergencies (See Tab H-1, page 51) 
2. Non-emergency repairs less than $5,000 (See Tab J-1, page 57) 
3. Non-Emergency repairs $5,000 or more (See Tab K-1, page 60) 
4. New Construction and planned modifications See Tab G-1, page 48) 
5. Annual maintenance contracts.(See Tab I-1, page 54) 

 
D. The categorized list or prior vendors is for identification and analysis purposes 

only. The prepared list does present a matrix of who did work in what types of 
situations in the prior two year period, and the list could serve as a “go to 
document” in selecting vendors for future work. 

 
E. The Board of Commissioners will after solicitation make a decision on the 

vendors with whom to contract for what service at what rate. 
 

F. However, to be eligible to do any public works activities for Lake County, a 
vendor must meet the following criteria: 

 
 

1. The vendor has a completed and approved vendor qualification affidavit, 
County Form 20, page 105 on file with the Lake County Purchasing 
Department. 
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2. If required for its type of business unit, the vendor’s registration with the 
Indiana Secretary of State must be current. 

 
3. If required by the craft or construction service to be provided, the vendor is 

currently licensed to perform that type of work in Lake County and/or in 
the city or town where the work will be performed. 

 
4. The vendor currently is enrolled as a Lake County Responsible Bidder if 

required by the Lake County Ordinance. 
 

5. There are no current property tax delinquencies assessed against the vendor. 
 

6. There is a completed e filing affidavit on file (IC 22-5-1.7). 
 

7. There is a current affidavit of not doing business with Iran on file (IC36-1-12- 
23). 

 
8. The vendor has current Indiana worker’s compensation coverage (IC 22-3-5- 

1) 
 

9. There is a general public liability policy with coverage for the vendor of 
$1,000,000 for each occurrence and up to $2,000,000 in the aggregate.( IC 5- 
16-13-10(b). 

 
10. The vendor cannot subcontract to other parties more than more than 85% of 

the primary contract. IC5-16-13-9. 
 

11. The vendor’s wage rates must comply with the FLSA (29 USC 201-209) and 
with the Indiana minimum wage requirements (IC 5-16-13-11(3). 

 
12. There must be compliance with the Indiana unemployment compensation 

statutes (IC 22-4-1). 
 

III. SPECIFICTION 
 

A. There must be a written specification for every public works activity. 
 

B. This means that there must be a specification for any of the following: 
 

1. Emergencies 
2. Non-emergency repairs less than $5,000 
3. Non-Emergency repairs $5,000 or more 
4. New Construction and planned modifications and 
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5. Annual maintenance contracts. 
 

C. The purpose is to make a written record of the type of public work activity being 
requested. The extent of the specification obviously varies with the size of the 
activity and any state statutory requirements. The key point is that the vendor 
must know who is to do what and when and where the activity is required. 

 
D. For all emergencies and for those non-emergency repairs less than $5,000 the 

following forms should be used: 
 

1.  For any plumbing, electrical and HVAC work to be performed by a vendor 
under current annual contract use County Form 55, page 159. 

 
2. For any work to be performed by any other craft use County Form 56 and 

County Form 57. pages 165 and 166, 
 

E. For Annual Maintenance use County Form 61, page 201. 
 

F. For any new construction and planned modification there must be licensed 
architect or licensed engineer who is under contract to prepare the specifications 
when the expected cost is $100,000 or more. (IC 36-1-12-7). The County 
Commissioner will require that the specification for any and all new construction 
and planned modification even if less than $100,000 be performed by the licensed 
architect or licensed engineer under contract. 

 
G. For any non-emergency public works activity of $5,000 or more the County 

Commissioners will have an architect under contract to review the project and 
determine the nature of the specification required and its extent. 

 
 

IV. KEY STATUTORY ITEMS OF NOTE FOR COUNTY COMMISSIONERS 
 

A. A Contractor’s Bid Form For Public Work, State Form 96 must be used for all 
public works activities where the vendor will return the vendor’s offer to the 
Board of Commissioners to be opened in a public meeting. This is because of the 
following: 

 
a. The form is prescribed by the Indiana State Board of Accounts 

 
b. The certification of use of steel products made in the United States is part of 

this form (If applicable IC 5-16-8-2.). 
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c. The plan and equipment questionnaire information for projects $150,000 or 
more required by IC 36-1-12-4 is included in Section II. 

 
d. The contractors financial statement that is required is in Section III 

 
e. The non-collusion affidavit is included in Section IV. 

 
f. Everything in Form 96 is under oath and affirmation in Section V. 

 
B. Offer security in the form of a bond, certified check, or money order for any 

public works activity of $200,000 or more is required by IC 36-1-12-4.5. The 
amount may not be more than 10%. The use of offer security is optional for 
projects less than $200,000 and may be established by the County 
Commissioners on a case by case basis. 

 
C. All plans and specifications for public buildings must be approved by the state 

department of health, the division of fire and building safety, and other state 
agencies designated by statute IC 36-1-12-10. 

 
D.  When a public work project is to be performed, the board shall withhold final 

payment to the contractor until the contractor has paid the subcontractors, material 
suppliers, laborers, and those furnishing services. However, if there is not a 
sufficient sum owed to the contractor to pay those bills, the sum owed to the 
contractor shall be prorated in payment of the bills among the claimants entitled 
to payment. IC 36-1-12-12(a) 

 
E.  The contractor is required to post a payment bond in an amount equal to the 

contract price if the cost of the public work is estimated to be more than two 
hundred thousand dollars ($200,000); IC 36-1-12-13.1(a)(1) and must do this at 
the direction of the County Commissioners for projects less than $200,000 

 
F.  A Board or Commissioners may require a contractor and subcontractor to include 

contract provisions for retainage as set forth for contracts that are not more than 
two hundred thousand dollars ($200,000). IV 36-1-12-14(a) but must have 
retainage, provisions for any project greater than this amount. 

 
G.  A contractor must conform with the antidiscrimination provisions of IC 5-16-6. 

The board may consider a violation of IC 5-16-6 a material breach of the contract. 
 

H.  A contractor must comply with IC 5-16-13 which includes the [prohibition on 
contracting out more than 85%, having the $1,000.,000 to $2,000,000 in public 
liability coverage, having access to training programs if employing 10 or more 
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employees, and having an apprenticeship program if employing more than fifty 
employees. 

 
I. There must be a contractor drug testing policy if the public works project is 

$150,000 or more. IC 36-1-12-24 
 

J. If the public work requires a licensed architect or engineer, then the change orders 
must be prepared by that party. IIC 36-1-12-18 

 
K.  A performance bond is mandated by state statute for any project $200,000 or 

more but may be required for amounts less than this limit by action of the County 
Commissioners. IC 36-1-12-14. 

 
V. ADDITIONAL REQUIREMENTS TO REVIEW 

 
A. County Form 1: General Instructions to Offerors 
B. County Form 2: Affidavit of General Instructions and Specifications 
C. County Form 3: Affidavit of Equal Employment and Affirmative Action 
D. County Form 4: Affidavit of Price Preferences Selected 
E. County Form 5: Offer Total Sheet 
F. County Form 6: Offeror Information Questionnaire 
G. County Form 7: Offer Packet Contents 

 
 

VI. MODEL PROJECT ORIGINATION SEQUENCE 
 

A. Summary of the Project Developed by Project Originator 
 

1. Who 
2. What 
3. Where 
4. When 
5. Why 
6. How 

 
B. Examined and reviewed by a Committee Established by County Commissioners 

 
C. Preliminary Conceptual Approval of Project by County Commissioners 

 
D. Preliminary Cost Estimate Developed By Staff or by licensed Architect or 

Engineer 
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1.  If initial Cost estimated is over $100,000 then final cost estimate by licensed 
Architect or Engineer 

2. On projects less than $100,000 by staff with this ability or by Architect or 
Engineer 

 
E. Cost Estimate Submitted to County Commissioners for Project consideration and 

action. 
 

VII. ASSORTMENT OF ITEMS IN THE PROCESS 
 

A. Summary 
 

This section is a compendium of items that are covered in a detailed 
specification and/or project manual . Not all of these obviously apply to 
the smaller public works projects. This list is included here for reference 
purposes only. In cases where a licensed architect or licensed engineer is 
employed these items will be covered in either the specification or the 
project manual. The outline will not go into explanation but simply list 
the topics. 

 
B. Advertising for Offers 

 
1. How to be advertised 
2. Where to submit offers 
3. Pre-submission meting meeting 

 
C. Items to Cover in the Specifications 

 
1. What must be included in the Offer Submitted 

 
a. Mandatory forms to be used and submitted 

 
(1) State Form 96: Contractor’s Bid for Public Work 
(2) County Form 1: General Instructions to Offerors 
(3) County Form 2: Affidavit of General Instructions and 

Specifications to Offerors 
 

(4) County Form 3: Affidavit of Equal Employment and 
Affirmative Action 

(5) County Form 4: Affidavit of Price Preferences 
Selected 

(6) County Form 5: Bid Total Sheet 
(7) County Form 6: Bidder Information Questionnaire 
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(8) County Form 7: Bid Packet Contents 
 

b. Additional offer forms developed by the architect or 
licensed engineer 

 
c. Specific information on the following bid security: 

 
(1) Bid Security in the form of bid bond, certified check, 

or money order 
 

(2) The amount of the required ibid security can be no 
greater than 10% of the total bid and is 

 
d. A Performance bond mandatory for projects 

over$200,000 is required 
 

e. A labor and material payment bond 
 

f. A maintenance bond 
 

g. Electronic copies available 
 

h. Right to reject or waive formalities in bidding 
 

i. County Form 1: General Instructions to Offerors 
 

j. Financial Statement required by State Bord of Accounts 
 

k. Certificate of Existence from Secretary of Ste 
 

l. Certification of E-Verify Program 
 

m. Certification regarding Investments in Iran 
 

n. Fully Executed Architects Bid Form 
 

o. Selected Commissioner Memo’s 
 

p. Basics of Indiana’s Price Preference Law 
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2. Requests for Information 
 

a. Requests for information not addressed at pre-bid meeting 
b. Submit seven (7) before offer submission date 
c. Answers and clarification to be submitted prior to submission date 
d. Used to evaluate understanding of bidder concerning the project and 

the specifications 
 
 
 

3. Instructions to Bidders 
 

a. Special instructions if any 
b. Interpretations 
c. Addendum During Bidding 
d. Conditions f Site and Work 
e. Tax Status of Owner 
f. Permits, Fees, License, and Notices 
g. Corrections 
h. Time for Receiving Bids 
i. Withdrawal of Bid 
j. Award of Contract: rejection pf bods 
k. Completion date 
l. “Or Equal;” clause 
m. Performance Bond, Labor and Material Payment Bonds, and 

Maintenance Bonds 
n. Right of first refusal on any removable materials. 
o. Non-Discrimination 
p. Steel Product requirement 
q. Mechanics Lien 
r. Responsible Bidder Ordinance 
s. Lake County Nondiscrimination and Equal 

Employment Policy 
 

4. Available project information: 
 

a. Information pertinent to the project 
 

b. Construction Contract :Either Lake County Standard Form 60 or 
AIA Document 101 Standard form of Agreement between Owner 
and Contractor to be used 
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c. General Conditions: AIA Document A 201 included as part of the 
contract 

 
d. Indiana’s Illegal immigration Law: Immigration status all 

employees 
 

D. General Requirements 
 

1. Summary of Work 
 

a. Work Covered 
b. Work by Owner 
c. Contractor Use of Site and Premises 
d. Project Schedule 

 
2. Contract Modification Procedures and payment 

 
a. Terms assumed understood by Contractor when submitting 

proposal 
b. Cash Allowances 
c. Schedule of Values 
d. Application and payment 
e. Waivers of Lien 
f. Payment for Materials Stores Alternatives 
g. Change orders 
h. Wage Rates in Area 

 
3. Insurance 

 
(1) Public Liability 
(2) Sub-contractors public liability and property damage 
(3) Workmen’s Compensation 
(4) Comprehensive General Liability 

 
(5) Property and Personal Damage Limits 
(6) Business Auto Liability 
(7) Owner furnished Insurance 

 
 

4. Project Management and Coordination 
 

a. Responsibility of Prime Contractor 
b. Alteration of Project Procedures 
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c. Progress Meeting and Preinstallation conferences. 
 

5. Submittals 
 

6. Quality Control 
 

7. Construction Facilities and Temporary Controls 
 

8. Product storage and Handling requirements 
 

9. Closeout Procedures 
 
 

VIII. BOARD’S WOMEN’S BUSINESS ENTERPRISE AND MINORITY BUSINESS 
ENTERPRISE GOALS 

 

A.  Employment – The Contractor on major projects should have a goal of 34% for 
minority work force participation (as a percentage of the total number of 
employees or the total number of hours worked on the project, whichever is 
greater) and 6.9% for work force participation by women (as a percentage of the 
total number of employees or the total number of hours worked on the project, 
whichever is greater), if available. 

 
B. Subcontractors and Suppliers – A goal of thirteen percent (13%) for MBE 

participation and two percent (2%) for WBE participation (as percentage of the 
total contract amount) is hereby set for the project. 

 
C. Indiana Plan- the Contract shall integrate into its hiring to the extent permissible 

by its size and workload a number of new hires that are enrolled in the Indiana 
Plan. 
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IX. PRICING PREFERENCES 
 
 

A. Indiana has a series of pricing preferences. (See Tab L-1, page 66) 
 

B.  The County Commissioners apply these price preferences to ever thing purchased 
which includes supplies, services, and public works. 

 
C. Every purchasing agent must be aware of the pricing preferences when making a 

decision to award a contract. 
 
 

D. These price preferences are presented below in the order in which they most often 
occur. 

 
1.  First , there is the price preference given to local business as defined in IC -22- 

15-20.9. This preference will have to be considered in those public works situations 
if the lowest offer is submitted by a company that is not in Lake, Newton, Jasper, or 
Porter County. The price preference will be applied to determine if this places one 
of the submitting companies in the four county sector as the lowest adjusted offer. 

 
2. Second, there is the Indiana Small Business Preference in IC 5-22-15-23. The 

criteria to qualify for this 15% price preference for a construction company is that 
the average annual receipts for the preceding three years cannot exceed four million 
dollars. 

3. Third, there is the Indiana Business Preference in IC 5-22-15-20. This 
preference is applicable only when a non-Indiana Company and an Indiana 
Company both supply a quote or bid in response to a solicitation. The foreign state 
rule is applied to the offers of the Indiana companies to see if this adjustment puts 
them in the lowest price position. 

 
4. Fourth, the Lake County Council has by ordinance established a price 

preference for Minority Business Enterprises (MBE) and Women Business 
Enterprises (WBE),There are price preferences in accordance with Lake County 
Council Ordinance 1405E-1 as follows: 

 
a.  A five (5) % price preference for any proposal; or bid less than one hundred 

thousand dollars ($100,000.00) 
b. A three (3) % price preference for any proposal; or bid one hundred 

thousand dollars ($100,000.00) and over. 
c. A company that is both an MBE and WBE qualifies for both preferences. 



 

 

 



 

 

 



 

 

 



 

 

AIA FORMS 
 

PUBLIC WORKS 
 
 
 
AMERICAN INSTITUTE OF ARCHITECTS FORMS MAY BE USED IF 

 
 

SPECIFICATIONS MODIFIED TO INCLUDE ALL REQUIRED STATUTORY 
ITEMS. 
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